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23 January 1957 

SMflMttfiP No « 2249 


STATINTL 

25X1 

STATINTL 

STATINTL 

STATINTL 


20 February 1956 

1 office of Training Instructor GS-12 



Suggest?* proposed a regulation or notice with 
Headquarters | |distribution which would concern 

the ethical conduct or employees in the sale or pur- 
chase of property and supplies to or from the Agency. 




| |of the Office of Logistics on 10 January 

1957 stated that as a result of this suggestion, OL is 
in the process of obtaining the approval of a new regu- 
lation. The regulation which is identified as R and 
I has been out for coordination and returned. 

It has osen rewritten and on this date is in the Office 
of the Director of Logistics for signing prior to further 
coordination. ( ■*+- ) 7^-*- 


Oe& 


Because the processing time of this suggestion 
could be many months, we propose to 

1. send a letter of appreciation to the suggester 

2 . -close! the ease 

3. place the file in a tickler and recheck with 

OL periodically to determine status 
4c reopen the case and give a cash award when 
and if an award is in order. 


fr'T'r'"' 
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.'S2 January 1957 

Hi A INTERNAL USE ONLY 


Suggestion No* 2310 

/^&<£ 

Data of Suggestions 27 March 1 95 ? / 


Office of Logistics Chief* Support Section 

OS-12 


A Summary of t ie Sug ge stion s 

.E.yggeafcer proposed that the OCR Library include on their 
s'inf ^e~out slip which accompanies all publications on loan 
the library, the telephone number to call in the event 
f/A extension of the loan is required or information re— 
a&rding the publication is desired,, 

:<> Evaluation of the Concerned O ff ice i 

The CIA Library on 19 December 1956 stated the followings 


iS fhe CIA Library, Circulation Branch* has been stamping a 
telephone extension on the charge-out Slip-Form 310, 1 Sept- 
ember 195 since the middle of September 195& 

"The two and one -ha If months of experience with this 
stamping method revealed the followings 

a. The Circulation Branch staff noticed a decline in 

the number of telephone requests to wrong exten- 
sions 

b, One control section in another office of the 
Agency requested that the Library not stamp the 
extension on the charge-out slip* for classified 
ssaterial borrowed from outside agencies » 

d.» The Library staff members feel that the use of 
the stamp has proved valuable and should be 
continued „ The branch libraries were stamping 
their charge-out slips with the branch library- 
address* but not telephone extension, before 
the suggestion was made to the Library « 

y© conclude that the suggestion is of some, though 
limited value, to the Agency and suggest that a nominal cash 
reward is no* appropriate in recognition of suggeater 8 * services,,” 

Co Recommendation o f t he Executive S ec retar y; 

Approval o Award of $10 to $25 based on intangible bene- 
fits,, 

H* 
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tjwrtmmui' 

Suggestion *o 2380 


Date of 

25X1 A r , 




Ao Bmmmw M tec fl mevUm : 

Suggest m propoMd test rnmt'erinl toping spans* be printed 
sloog tea edge of Ogwuty sutknay to am typists fte* g mw ta g 
the nafeer of taping «pas«* r e maining on a page. 

Bo Braluatlcna of the Conc e r n e d Offlws t 

Chief, Records Management Staff on 14 M ly 1956 stated the 
follsriagi 

•This Staff concurs In the basic idea of providing typists with 
these typing guides. Presently they are on paper offset masters and 
stencils, and the Agency recently ordered hectograph maters shite 
will haws these guides* However, it is only considered practical to 
print these guides on stationery or duplicating maters when it can 
be dene simultaneously (and therefore without add ed cast) with tee 
printing of other mteriel on tee meters or stationery. Sven in 
these esses appearance quiet be considered. For example, it would 
not be appropriate to print space motors along tee edge of tee let' 
teteaed stationery used by tee Director, tee Deputy Diteeter and 
other officials * 


"The cm possible exception to this ruling on appearance is tee 
UoSo G o v e r nmen t Office Memorandum, Standard Fern Bo« 64* Sines this 
stationary is used exclusively for interoffice co rres po ndence, 1 feel 
that it would be appropriate to print on tee font an unobtrusive 
guide such as a single tick nark. Such a mrk along the edge of the 
paper would indicate to tee typist that, for example, only one nose 
lnte of typing space ramlned on tee pege»" 

Chief, Records Management Staff on 29 Hovewber 1996 stated tee 
ILLEGIB following: 



"The Bureau of the Budget stated teat it had no abjection, to the 
la of a small mark an SF&4, to aid typists in determining how mueh 
lace remained on a page. Therefore wa will have such a mark placed 
stocks of 3F6U printed in the future. This action will adopt a 


Idifl cation of the employee** suggestion. 


onwacnrtntlon of tee Executive Secretary : 


Approval. Award of $10-$25 based on intangible benefits 
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CQHFIDEIfriAL 17 Jhausry 1957 

Suggestion Bo= 2344 

25X1 A Date of Suggestions 9 May 1956 

I Office of ppoatlcoa Admin. Asa to 06.-7 


25X1A 


Ac Summary of the Suggestions 

Sugg ester proposes that Form Ho. 955* Training Course Attendance 
Record, be adopted by the Agency for a permanent record file of Agency 
paid training activities* 


Bo Evaluations of the Concerned Offices; 


Comments of 
as fallows: 


are 


"Whether or not her sugges tion that the form be used as a standard 
STATSPEC Agency farm Is accepted, l l wishes to recommend her for meritorious 

consideration based on the value of the font to the Division. The 
Division frequently requires ready access to current and cumulative 
Information on employee*# training. Whilo her position in no way 
requires form design she created a simple and efficient form which 
serves the Division's various requirements so well that no changes 
were considered necessary in the basic design. 

Chief, Plana and Policy Staff, OTR on 6 June 1956 made the 
following statement: . 

"The form proposed appears to meet the requirements of the Train- 
ing Officers In maintaining an adequate record by external courses 
of the matriculation of the employees of a division or other component ." 

Chief, Intelligence School on 25 June 1956 stated the followings 

"The suggested form has proved to be useful for i 1 and the STATSPEC 
ouggester might well be given a nominal award for this degree of 
adoption?" 

C. Reecmwendatlon of the Executive Secretary .- 

Approval? Award of &L0-25 based on intangible savings. 



COHFIDEHTIAL 
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CCKPHSWTIAL 
Suggestion Mo. 8366 


Rate of Summm* lot: <5 MV 1956 


Offle« of Indue trial Contract# Audit 
Banach OB -11 


A. auwwry of to# 9aax»«tiCtt : 

Burster propone# * method of numerical hsnd-#«rting of 

ebec*£ 

Bo Evaluation of the Concerned Office : 

Chief, Technical Accounting Staff, Office of the Comptroller, 
on 2 Xovesfcer 1956 stated the following: 

"This suggestion has been adapted within the Industrial Con- 
tracts Audit Branch, Finance Division end is presently being used 
by one eoployeon fm previously stated in this Office* n evaluation 
of the suggestion on 27 June 1956, the total volume of cheeks sorted 
by this method is appr o xi mately 1500, and sines the cheeks are re- 
ceived In several batches, probably not exceeding 500 in any one 
batch, the savings in man hours Is nominal. 

"The Chief, Industrial Contracts Audit Branch stated that the 
su gg estion was submitted by a member of his office who is not di- 
rectly associated with this function within the office. The sug- 
gester noted an individual sorting checks, made this suggestion 
within hie own office where it was adopted, and submitted the 
suggestion formally for its possible use elsewhere in the Agency . 
Rile suggestion apparently does not come within the Job description 
of the suggested o w 

3k ROTE 

This suggestion was deferred from the Suggestion Awards Bov ember 
Committee meeting to determine if the idea was a duplicate of pre- 
viously considered numerical hand-sorting devices. 

I I of the Records Management Staff/MgtS stated this 

is not a duplicate . 

Co Recommendation of Executive Secretary : 

Approval. Award of $10 based on intangible benefits. 


f/6 
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Suggestion Hoo Skife 
D ate of Suggestion: 29 Jim> J99& 


Ifl January 1957 


25X1A 


OcBcrfevollsr/Plnaxsse Fiscal Accounting Clark 

03-6 


25X1A 


A» af the Bastion: 

Suggsstsr propose » s revision of the Agent Doty Status Report 
and its pnparatlca by m a sMira aetbotis rather than by typing In the 
Divisions* 

Ss^sss&jsi^iiSssssssiMiss.^ 

.. Jits Off loo of the. CeaptroUar on 27 July 1956 stated the following: 
"It is yjopEttended for aflaptioa/ 

C„ Actions of *ifce Bteaufcive Secretary: 

1 T - •uiag g ,7^tfs?!Jsa»«^s<«ee>*«sa»wewiM»c> 


30 August 1956 this suggestion was presented tb the Suggestion 
kssasds CoHsaittee wit* a reocBSsmfiafcicn far an award of $55°OQ # $35» 
for intangible eavinjs of $665° plus $20, for intangible savings 

(slight becefit-lirilted application)* 

At the meeting tbs Ccanalt tee deferred action and asked that 

| investigate further this Idas and report 

their findings to F7S7 

The result of their investigation is quoted below frau maoaeeadua 
dated 17 SaptsaSih' 1956 frto^C/rASs 

A . *’ .... . 

/ "Tbs suggestion was originally reoomi&ndsd fca* adoption, based on' , 
available information as it appealed to have very desirable advantages* 
However, In Va proses® of modifying the fora* it was learned that an 
important ohcoge in regulations was also undss 1 Consideration which 
would dispense with the seed for a duty status report as now used by 
Headquarters. 

"This roetea^lated change is repo rtofe for your lafOsaaatCon, since 
\ when it if made will void the need for placing the suggestion is use* 
Adoption jf the suggestion Is being deferred pending issuance of the 
jshange Su regulation a »* 


25X1 A 


Rcrjoptiag back to Ccassltte® has bees held tp pending approval of 
the ertshg* in the regulations for ths decision* • To datsLthts had not 
been ireeeiveda ^QJ, ’h~) 

* \ . 

p« Reec i asengatloa of the Egesutive _3e<ggetagy ; 


Letter of appreciation, Will reopen if 

Technical Accounting Staff- -at a later ds 
._ _. ^“--^ 3^0 : CIA-RDP80-C 


is adopted by 


iSEuma 1 


T 
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CIA INTERNAL USB ONU 
Suggestion No 0 2517 


STATINTL 


Dab® of Suggestion* 7 September 195$ 

Office of Research an£ Reports Analyst GS* 12 


A o iiSBBHLSL M*MW$ 

Suggesoer proposed that steps on the stairways in M Building 
and any oth»:r ouch stairways, so constituted, in Agency occupied 
temporary ouildinge, ha covered with material of a high frictional 
quality. The nubs on these "non-skid* 1 steel steps have become 
worn to the point that they are extremely slippery fl 

Che Office of Logistics on 18 December 1956 stated the 
following* 


"This condition way reported to the Superintendent;, PBS, 
State Group 0 As a result, the steps and landings were 
washed with sine bromide and a coat of paint and sand was 
applied o This work ms completed on 23 Novorber 1956, 

"While the auggester has aided in the elimination of a 
hazardous conditions the method of reporting same |£r 
questioned o It is the duty of every Agency employee 
.r-x report the presence of hasardous conditions without 
Jr '•delay c . A telephone call directly to the Space, Main- 
j tana nee and Facilities! Branch or to the appropriate 
Administrative Office would have received prom pt oorrsc— 
joive action o The channelization of Employee Sugga s ti ens 
through appropriate organization levels is a time con- 
suming procedure which the Agency cannot abide when bazar* 
dous conditions are involved., 

"It ia recommended that the auggester be commended for 
his interest in improving Agency facilities c " 

The CIA Safety Officer on 8 October 1956 stated th© 
following* 

"An inspection of these stairways in M and Q Buildings 
has been made by the Safety Officer and it was noted that the 
five stairways used to enter restricted areas in thesj* two 
buildings have been worn smooth by constant use.. 
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. iuggeation No„ 2517 
(ConH) 

There are two stairways in Q Building and three In M 
Building that are need by personnel to an ext Term extent 
bes&ua© of the various restricted functions in these two 
buildings.. Therefore, this suggestion is approved since 
It is Isellsvad that some form of stair covering will 
improve walking conditions on these stairs o'* 


SAS M ote 

Telephone conversation on 3 January 1957 with the CIA Safety 
Officer revealed that ’the wearing off of the nubs on the steps 
is -very likely a process that would take years* H© also pointed 
out that the CIA Safety Officer and the Logistics personnel 
apparently had missed this condition on their routine checks* 


C „ RoceH t;mend ati on a of the Ex ecutive Secre tary; 


Approval* Award of f ip-25 based on intangible benefits 
(slight bene.fi tfliird ted application) 


/ 


/ 

N 
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22 January 1957 


25X1 A 


CONFIDENTIAL 
Suggestion No 0 2539 

Date of Suggestions IS September 1956 N 

F x/rfX 

DD/P Division Cleric GS-5 


Ao Summary of the Suggestio ns 

Suggester proposed that fatigue mats be provided for 
the personnel in the Dispatch and Pouch Section of Rl/FI 
who are required to stand for long periods of time„ 

Bo Evaluation of the Concerned Office s 

Chief*, HI on 8 January 1957 stated the followings 

"Before utilization of the suggested matting, complaints 
of fatigue were received from the Dispatch and Pouch Section 
personnel who are required to stand for long periods of time* 
Since the installation of the matting, the pouch clerks have 
been able to stand for a considerably longer period of time 
before observing indications of fatigue,, This would indi- 
cate that the mate are beneficial,, 

"Based upon the above, it is recommended that this 
suggestion be adopted. The benefits of this suggestion 
are intangible but considered to be of slight benefit 
with limited application*" 

C D Re commend a tlon of the Executive Secretary ? 

Approvals Award of $10 to $25 based on intangible bene- 
fits (slight-limited ) 



CONFIDENTIAL 
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CIA mrSRMAL USB OKLT 
Suggestion Bo. 2560 
Bote of Suggestion: 1 October 3996 



OB-12 


STAT 


A ° §BaB0LflEJte saam ha - 

CMosurt or proposed the* a notation be node ob edhlaa Identifying 
the Mhjwi of a «U« abas not s p t o ifl sa Uy stated* Alter the phrase 
"OB or iMAor on the standard oeble fora in a "no trace* reply, 
the foUndai wadi be need: 

Bar Bit AM ell pertinent information an the subject individual. 
B, Evaluations of Concerned Officer s 

Chief, RX on 18 October 1996 stated the following: 

"Investigation bee shown that the procedure outlined la the svftt- 
4eet suggestion le of eeeistenee to the Analysts in BI by eliminating 
the necessity for ch e ckin g references, eto., to determine the subject 
of 4 no trade * sables. Bowever, because the notation m the 

subject suggestion is plated upon the outgoing cable wester before 
processing through the Cable Secretariat end transmission. It is the 
opinion of BI that the Cable Secretariat should a ppro v e the extension 
of such a system within the Clandestine Services.” 

®w» Cable Secretariat on 26 October 1996 wade the following state- 
ment: 

"the Cable Secret a riat concurs in the C/fi/rI ‘0 evaluation of 
Suggestion #2960 end interposes no Objection to typing the suggested 
footnote on the cable form below the phrase EKD OP MESSAGE o" 

See attached m e mor a nd u m for All Senior Staffs and Area Di-vision® 
dated 37 Bovesber 1996. 

Qa 20 Hovahber 1996, Chief, BI stated the following: 

”lhe Intangible benefits resulting from the subject suggestion 
a« considered to be of slight benefit with extended application* 
Kowerer, It Is the opinion of BI that t he savings that can be re- 
alised from this suggestion would be of suob a nature as to exceed 
the monetary award of between $90.00 and $75.00. itls recommended 
— that consideration be given for an award up to $100.00. 

Reoc— endatlon of the Bteontive Secretary : 

approval. Award of $100.00 based on intangible boieflte- 
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